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OPM >o- 6 / 5 "' z 

OFFICE OF PBiSONHEL mlW HO.IO -% 


12 February 1954 


SUBJECT: Civil Service Retirement 

REFERENCES: Agency Regulations on Civil Service Retirement and 
Chapter R“5, Federal Personnel Manual 


RESCISSION: Personnel Director Memorandum 46=52 

Designation of Beneficiary, Standard Form No* 2808 


1® This memorandum establishes the procedures to ba followed 
within the Office of Personnel .In administering the Civil Service 
Retirement program as prescribed in Ageney Regulations® 


So Retirement Information , vi-S* 

-JTCT) p*' 

a® Retirement inSomatim^ advice and counseling will be 
provided by the DivA«Aon» For this purpose* 

Attacteent 1- will be used when appropriate ao .aa informational 
handout to interested. individuals, Including personnel or., reeignees 
sot at headquarters * 


rrc> 

b. Ths Qpteseli gsf P-muM fo T j. -Bapleyes -Seggican n{gl has 

general responsibility for eondueting retirement interviews, ap= 
prising employees who leave the Agency of their retirement status 
and answering other specif i© inquiries* The I n s urance and ^a3gg?> 
Simch, ESCJ will provide necessary technical assistance to tho 
feun soling Branch* 


©« Counseling Branch will discuss in retirement interviews, 
prs^adLt and when otherwise requested, the following 

factors as applicable to individual cases: 



(1) Eligibility for retirement 

(2) Length of civilian and military service 

(3) Creditability of service 

(4) Types of annuity available 
(53 Survivor benefits 

(6) Advantages of making voluntary contributions, 
deposits and redeposits 


refund 


Estimated amount of the employee 3 a annuity or 
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(8) Procedure for making application 

d» Whenever practicable 9 the Counseling Branch trill transmit 
to individuals resigning outside of Washington, D* C*, information 
ooacsmiag their retirement rights, privileges, and benefits end 
tdll provide the necessary application forms* Such Individuals 
will be instructed to send applications to the Office of Personnel, 
2U30 E Street, N* W*, Washington D* C. 9 for processing and trans® 
E«ittal to the Civil Service Commission (See Attachments 1, 2, 3 

6)o 

© 0 The Counseling Branch will review individual cases of 
prolonged absence for reasons of 131 health to consider the employe®' 1 s 
possible eligibility for disability retirement* 33a appropriate cases, 
the Co unseling Branch will advise the employes of his apparent aUgi* 
Mlity and of the procedural raquiresaents for making application (See 
Attachment 2) » 

3p Advance Notice off Age Retirement 

a* She Transactions and Records Branch, Processing end Records 
Division, ‘Kill verify the service off cash employes approaching manda- 
tory ag® retirement© Verification will b® obtained from the Civil 
Service Commission not less than cm© year but not more than two years 
in advance© For this purpose, the Transactions and Record® Branch, 
PRD, will arrange with the Correspondence Branch, PRD, t© prepare an 
appropriate letter for signature and trahsialttal to th© Civil Service 
Cewiasioa by th® Deputy Assistant Director for Parsonncl© Following 
receipt of the verification, th© Transactions and. Records Branch will 
record th® information m the ®^pLcy©@’s Service 'Record Card (S? T) 
and plana th© original of tho Co®ssiissica 8 s letter in th® employs® ®s 
Official Persona®! Folder© 

ho Advene® notice off mandatory eg© iratiraraaat will bs give® 
an ea^ilfly ee; approsiaately three months in advance off the data of 
his sroarations it sasst b© recaivod by the e&ploye© at least 60 days 
in advance* Tte®@ iSstfcuT pHoF^o ’th© duo date of the <a^.oy«Q«s 
separation, th® Transactions and Record® Branch will notify the 
Co uns eling Branch that -th© employee jaandatoiy age retirement has 
been verified and specify th© separation date* Th® Counssling Branch 
hUI arrange for the Correspondence Branch to prepare, a suitable 
msmorandunt of advance notice* This memorandum will b® prepared for 
tiie signature of the MD/P and will state ths proposed effective date 
of separation and citation off section. 2(e) of th© Retirement Act as 
authority for the retireasuto 

Ij© Processing of Application® for Retirement and Death Benefit® 

&» Applications for Retirement 


® 2 *» 
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The Insurance and Claims Branch will review each Applica- 
tion for Retirement., Standard Form 2001, to insure that the form 
is properly executed and to determine if the data reported by the 
iwapioyee, such as the approximate years of service, title of posi- 
tion, etc., agrees with official documentation in the employee -s 
Official Personnel Folder- It will contact the employee for any 
supporting papers needed or for clarification of conflicting in- 
formation. 


(1) Items 6, 7 and 0 will be filled out as follows : 

(a) Item 6 - "CIA" »4ilX be stated as the place 
of employment: subordinate units will not bo shown.. 

(b) Item 7 « "V/ashinjfton, D, C* will be listed 
as the place of employment.. 

(s) Item 8 - A general position title may be 
used if it is not an organisational title or otherwise 
peculiar to the Agency, (a general civil service title 
is acceptable.) 

(2) In any case in which the creditability or length of 
service of the employee is not conclusive, the Insurance and 
Claims Branch will refer the question to 'the Transactions and 
Records Branch for determination » When ne pessary, and security 
considerations permit, the Transactions and Records Branch will 
arrange with the Correspondence .Branch for the preparation of 

a letter, for signature of the BAD/?, requesting verification 
of the individual 0 8 claimed service by the Civil Service Com- 
mission or other authentic source* 

(3) If the application is for disability retirement, the 
Insurance and Claims Branch will secure the required support- 
ing documents from the Medical Dffice and the organisational 
unit concerned (See Attachments k and 5), The Insurance and 
Claims Branch will request that the description of the dis- 
ability be phrased in general terras if such disability was 
Incurred in line of duty and is due to classified operations., 
The injury should be described in a manne:.- that will permit 
the form to be unclassified. 


hr Applications for Death Benefits 

When an employee dies, the Counseling Branch will review 
hie file to determine whether this record Indicates a survivor or 
beneficiary who may be eligible for death benefits. When applicable, 
the Counseling Branch will forward Standard Form 2800, Application/ 
for Death Benefits, to the survivor concerned and inform him of the 
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procedural requirements involved in making an application^ including 
the submission of a certified copy of the death certificate (See 
Attachment 2)* '•CIA* 1 idll be stated as the place of the decedent® s 

employments and "Washington* D* Co" as the locationo. The letter 
should specify that the form is to be returned to the Office of Per- 
sonnel* 2l$0 E Street, No W*, Washington 25, D„ C,, instead of to the 
Civil Service Ccsmissiono Completed applications for death benefits 
trill be processed by the Insurance and Claims Branch* 


Co Final Processing of Applications for Retirement and Death 
Benefits 


The Insurance and Claims Branch will determine whether any 
special procedure or documentation la required to effect secure pro* 
cessing of Standard Fora 2800, Application for Death Benefits, and 
Standard Form 2801, Application for Retirement, through the Retire® 
went Division, Civil Service Caaaalsaion,, Standard Form 2306, Indi- 
vidual Retirement Record, and Standard Form 280?, Register of 
Separations and Transfers, will be obtained from the Comptroller 
for attachment to the application involved,. Completed applications 
will be forwarded to the BAD/? for signature, except as provided 
in (1) below, and for transmittal to the Civil Service Cptsnlssion 
in either an overt or a secure manner, as the circumstances require* 

(1) If security considerations preclude signature of an 
application for retirement or death benefits by the JIAB/P, the 
Insurance and Claims Branch will obtain the signature of an 
appropriate certifying officer in the Office of the Comptroller* 

(2) When security considerations so require, applications 
will be hand carried to cleared personnel in the Commission for 
final processing* 

5o Designation of Beneficiary 


a* Designation at Entrance on Duty 

The Transactions and Records Branch will acquaint each 
appointee of the order of precedence defined by law and will in- 
struct him to execute Standard Form 2808, Designation of Benefi- 
ciary, in duplicate, if he desires to elect a beneficiary cut of 
the prescribed order* 

bo Designation During Employment 

(1) An employ*© may designate or redesignate a benefi- 
ciary out of the prescribed order of precedence at any Zima 
fey executing and forwarding two copies of Standard Fora 2808, 
Designation of Beneficiary, to the Office of Personnel, 

«* 2 | « 
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SpME? '\~J 

(2) During an employee s s processing for overseas assign* 
ment, the Central Processing Branch* PRD, will advise him of his 
right to designate a beneficiary. Interested employees will 
be referred to the Transactions and Records Branch 0 The em- 
ployee will be advised against taking his personal copy of the 
designation form overseas 0 

Co Designation at Separation 

Each employee in the Washington area who applies for im- 
mediate or deferred retirment annuity when he leaves the Agency 
will be advised by the Counseling Branch of his right to designate 
a beneficiary out of order of precedence 0 Interested individuals 
will be referred to the Transactions and Records Branch. 

do Processing of Standard Form 28QS. Designation of 

Beneficiary 

(1) The Chief of the Transactions and Record® Branch 
is responsible for verifying that the form is signed* wit* 
nessed, dated and otherwise prepared in accordance with Civil 
Service Commission requirements, except that Item 4 on the 
form will be left blank*, 

(2) Both copies of Standard Fora 28QS* Designation of 
Beneficiary, will be transmitted to the office of the Assis- 
tant Director for Personnel for stamping the official date 
and time of receipt oh both copies* The forms will b® re- 
turned to the Transactions and Records Branch „ 

(3) The Transactions and Records Branch will detach 
the duplicate copy of the fora and forward it through admin- 
istrative channels to the designator for his personal record* 

The original of the fora will be forwarded to the Fiscal or 
Finance Division, as appropriate, by an original and one copy 
of a transmittal memorandum. The meaiorandum will request the 
Division concerned to acknowledge receipt of the form on the 
copy of the memorandum and to return this copy to the Trans- 
actions and Records Branch for filing in the employee^ Official 
Personnel Folder. The Transactions and Records Branch will 
maintain a third copy of the transmittal, memorandum in sus- 
pense until the Fiscal or Finance Division concerned returns 
the acknowledged copy, whereupon the Transactions and Records 
Branch will destroy the suspense copy of the memorandum. 

(4) The Fiscal or Finance Division, as appropriate, will, 
retain the original copy of the fora until the individual 
concerned leaves the Agency,, Upon separation of the employes* 

«• 5 - 

sipif 
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the most recent form prepared by the employee will foe attached 
to Standard Fora 2806, Individual Retirement Record, and 
Standard Form 2807, Register of Separations and Transfers, for 
transmittal to the Civil Service Commission, 

60 Applications for Purchase of Service Credit 

a. Regular Procedure 

(1) Employee applications for deposits or redeposits 

will be submitted to the Insurance and Claims Branch on Stand- ; 

ard Form 2803 {or Standard Form lu3)» Application for Purchase 
of Service Credit, for assistance and processing., 

(2) Whenever possible,, the Insurance and Claims Branch 
will, execute Schedules 1 and 2 of the fora on th© basis of 
the information available from the employee' 1 s Official Per- 
sonnel Folder, The Chief, Employee Services Division will 
sign tise form as evidence that the statements in Schedules 

1 and St are based upon official records of the Agency find 
will forward the form to the Retirement Division, Civil Ser- 
vice Commission, 

(3) If applicable# the Insurance and Claims Branch wil l 

coordinate with the office of the Assistant Director for 
Personnel any security questions involved in processing such 
applications „ , 

b. Special Procedure 

i 

The office of the Assistant Director for Personnel will 
process applications for purchase of .service credit through secure 
channels in the Civil Service Commission when special processing 
is justified on security grounds-, 

7» Voluntary Contributions 

If the office concerned interposes no security objections, an 
employee may make voluntary contributions to the Retirement Fund by 
submitting directly to the Civil Service Commission Standard F ora 
2804, Election to Make Voluntary Contributions (See l | Sections 25X1 A 

6c and 7f)« If this procedure is considered by the office concerned 
to be unsuitable for security reasons, the application will be for- 
warded to the office of the Assistant Director for Personnel for 
secure handling. 

8. Processing Applications for Refunds 
a. Regular Procedure 


6 
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JpBKET . j 
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m An «oloyee eligible for a refund, as indicated in 
^ . ”** i ^ # 1 .t4.^4 A n uhen h« is 


Section 6d of I l nsy wake application when he is 

•v»*Alutelv senarated from the Federal service by executing 
Standard Form 2302, (or Standard Form 102) , Application *« 

Refund of Retirement Deductions B If th® employe plans to r@~ 
^^govenS service at some future date, he should be to- 
forwed^of the necessity for paying back the deductions 
ac^wed interest in order to receive retirement credit for Jtm 
period of sorrice covered ty the retma* 

(2) Th® Counseling Branch will assist interested indivi- 
duals^ preparing Standard Form 2802. Application for Rcxund 
S^^SfSictions, at the time of the 

rj.ninintnd forms be forwarded to the Payroll B*anch of •-© 
Sal. or Finance Division, as appropriate, for final processing 
and transmittal to the Civil Service Commission. 

( 3 ) When practicable, the Counseling Branch may c™ni~ 

and^the^proceiara t’ 

4n*fcmeted to submit the application fora to the Office ox 

Personnel, 2U30 E Street, N. Wo, Washington 25, D° S*th?anSi 
of to the Civil Service Commission. Upon receipt of the appli- 
SttoftoCotoeling Branch will forrard it to the .pprap^t® 
Payroll Branch for final processing and transmittal to the 
Commission. 

he Special Procedure 

A special procedure may be used for refund of retirammt 
, j , v hv the Agency s*hen disclosure of the indivicteu & 

daductioM di rec ly y g 3CUr ity requirements. No accrued 

lSerast is paid under this procedure. In accordance with the agroe~ 
between^the Agency and the Civil Service Comisflion, the prccedar® 

SJ.STS3 JSiSSSK *u m T t.f rtojt 

raferrad to the office of the Assistant Director for Personal io* 
review and approval. 

$ Q Re-employment of Annuitants 

Vtoumr cpnaiderattoa Is ^ f J® to to ra-«^ioy^ht of s 
c^vil service annuitant, the case will be referred to tne oirice 
the Assistant Director for Personnel for approval. 

10, Infomation on Retirement Activities Petfood by C<m?troller*e 
Office 

So Making Retirement Deductions 

When effecting salary payments to employees paidf^m vouch- 
ed funds, the Fiscal Division is responsible for conctj’renUy 
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transferring the total amount of retirement deductions from the 
CIA appropriation to the retirement fund in the U„S. Treasury" 

At the end of each month, the Finance Division prepares a check* 
payable to the Treasurer of the United States, for the actual, 
amount of retirement deductions taken from salaries paid from 
unvouchered funds during the period and forwards the check to 
the UcS„ Treasury through the Fiscal Division* 

bo Processing Individual Retirement Records 

(1) When an individual enters on duty, the Transactions 
and Records Branch initiates Standard Fora 2806, Individual 
Retirement Record, and forwards it to the Fiscal or Finance 
Division, as appropriate., The Division concerned maintains a 
record of retirement deductions taken during the individual ” s 
employment in the Agency* When an employee transfers between 
vouchered and unvouchered funds, his Standard Fora 2806 , 
Individual Retirement Record, is also transferred, 

(2) When an employee separates from the Agency, the 
Fiscal Division transmits Standard Fora 2806, Individual Re- 
tirement Record, and Standard Fora 2807, Register of Sepa- 
rations and Transfers, to the Civil Service Commission except 
when the Office of Personnel obtains these forms for trans- 
mittal with a retirement application. Finance Division forwards 
Standard Fora 28()6 r, s for employees paid from, unvouchered funds 
to the Commission through the Fiscal Division* 

c* Direct Ref mid of Deductions 

Whenever unusual circumstances require that an individual’s 
employment in this Agency not be revealed, even after he is sepa- 
rated or transferred, the Assistant Director for Personnel may approve 
a refund of the amount of his retirement deductions* The Finance 
Division will pay the individual a lump-sum equal to the retirement 
deductions originally taken out* The employee’s Fora 2806, Indi- 
vidual Retirement Record, is removed from the file, and necessary 
accounting changes are made in the retirement records in order that 
the individual * s employment will not be reported to the Civil Service 
Commission * 



Attachments 


— 8 — 



Approved For Release 2002/08/06 : CIA-RDP80-00679A000200020063-5 




